
&!?%-- DATE: 8 / 1 2 / 9 1  

BY: PETE E. SCHIXKEL AND C . D .  S?.TiO?l: 

E E :  SCHEDULE * 7 5 - 1 5 9  

. T h i s  s c h e d u l e  s e t s  d i s p o s i t i o n  for "Loan Company Annual S t a t e m e n t s  
F i l e " ,  1 9 5 5  and  c o n t i n u i n g ,  a p p r o v e d  6 / 3 0 / 7 5  , and amends t h e  
f o l l o w i n g  e x i s t i n g  s c h e d c l e s .  

, I  Loan Company E x a m i n a t i o n  F i l e "  , 1 9 2 5  aiid c o n t i n u i n g .  

28-.A "Loan Company Tax R e p o r t  F i l e s  ,I , 1970 and c o n t i n u i n g ,  

2 7 - 8  

37-.A "Loan Company L i c e n s e  Renewal F i l e " ,  1975 and c o r ? t i n u i n g .  

100-.4 " O r i g i n a l  A p p l i c a t i o n  for L i c e n s e  F i l e ,  1 9 7 5  ar?d c o n t i n u i n g .  
[ S c h e d u l e  1 0 0 ,  e f f e c t i v e  d a t e  4 / 7 / 7 2  w a s  t i t l e d  "Loan 
Company C l o s e d  F i l e s ' !  ' 1 9 5 5 - 1 9 6 9 . 1  



June 24, 1975 - --- 2 . A C * ~ C Y  Ipp11c.tlon P O  

John Elkins 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; I ckl RECORD WILL CONTINUE TO ACCUMULATE. c3 NO FURTHER ACCUMULATION ANTICIPATE1 
R- 

Dates of Ser ies  (To amend appl icat ions 27, 28, 37, and 100) 

- any Case F i l e s  -~ ____- 
''*What i s  t h e  function of the  o f f i c e  i n  which t h i s  record s e r i e s  i s  created? 

The Georgia I n d u s t r i a l  Loan Division (Department) is responsible f o r  administering the  
Georgia I n d u s t r i a l  Loan Act t o  provide protect ion against  unscrupulous and i l l e g a l  
money lenders. The Division administers l i cense  qua l i f ica t ions  prescribed by law; 
c o l l e c t s  l i cense  and invest igat ion fees;  inves t iga tes  applicants f o r  l icenses;  c o l l e c t s  
monthly taxes on i n t e r e s t  and requires reports  t o  be submitted by each l icensee;  examines 
l icensees  per iodical ly;  regulates  l icensee advert is ing;  
a a i n s t  l icensees;  passes upon l icensee relocat ion requests;  requires  annual l icensee 
f i n i n c i a l  reports ;  requires l icensee quarter ly  insurance reports ;  provides l icensee t ra in ing  
programs and seminars; provides f o r  formal hearings relevant  t o  denial  o r  revocation of 
l icenses;  approves forms and records maintained by each l icensee; and requires l icensees  
t o  submit reports  on new manager qua l i f ica t ions .  

- 
conducts invest igat ions of 'compiaints 

-- 

11 a This f i l e  contains t h e  following documents (include form numbers and t i t l e s ,  i f  any, 
and f i l e  arrangement ) . 

SEE ATTACHED SHEETS 

ATTACH SAMPLES OF THE FILE 

L Y I U A L  R L T I  O? ACCUWLAtlOU 



. * 

13. 

14. 

15. 

16. 

17.  

18. 

19.  

20. 

21. 

22. 

Is t h i s  t h e  Record Copy of t h e  series? 

Is the re  a dupl ica t ion  of: t h i s  series i n  another o f f i c e  o r  agency? 

Is t h e  information contained i n  th i s  s e r i e s  ever summarized o r  published? 
Attach copy of summary o r  publ ica t ion .  
Does t h e  s e r i e s  contain c l a s s i f i e d  informat ion*requi r ing  secu r i ty  handling? 

Does t h e  s e r i e s  i n i t i a t e ,  amend or terminate  agency po l i c i e s  and procedures? 

Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

Is t h e  s e r i e s  ( o r  major por t ion  of i t )  regular ly  microfilmed? If y e s ,  why? 

Does the  qecord s e r i e s  provide da ta  as input t o  an EDP f i l e?  

Does t h e  record s e r i e s  contain documentation produced as EDP pr in tout?  

Has t h e  Federal Government i ssued  in s t ruc t ions  governing t h e  retent ion/dispo-  
s i t i o n  of these  f i l e s ?  

I 

I 

23. W i l l  t h e r e  be a need f o r  these  records 10,  15  years  from now? I f  yes ,  what? 
7 .  - -. . > & ~ ~  , 

Records are needed for court appearance& €or up t o  '10 years-. 
24. REQUIREMENTS. The following requires  the  f i l e s  t o  be k e p t  (See sheet ' s  

8 .  []STATE b .  [ISTATWE OF c. []AUDIT d .  []FEDERAL e .  [$ADMINISTRATIVE f .  [ I H I S T O R T C A L  
LAW LIMITATION PERIOD L A W  DECISION VA1,UE 

( C i t e  LaL), S t a t u t e ,  or o ther  reason fo r  the  r e t e n t i m  r i q u i r m e ~ v t J  

SEE ATTACHED SHEETS 
-- __ 

25. AGENCY RECOMENDATION$.  This agency recommends t h a t  t h e  f i l e  s e r i e s  be cut  of f  at the end--  
of each -[]CALENDAR YEAR -[]FISCAL YEAR -k]OTHER-S - ,then : 

Hold i n  t h e  current  f i l es  area ' ' month(s)/ y e a r ( s )  : 
Transfer  t o  [ 1 S t a t e  Records =[ ] Local Holding Area; hold____year (s ) :  
Destroy . 
Transfer  t o  S ta t e  Archives f o r  permanent re ten t ion .  
Destroy immediately after cut-off.  
Other: (Specify)  

( I n d i c a t e  brief ly  r a t i o n a b  for recommendations above/or write add i t iona l  r e m a r k s )  : 



! 

No Descriptioh 

LOAN COMPANY CASE PILES - DOCU- 
ments relating to maintaining 
case records of Industrial Loan ' 
Companies. 

Included are: 

Original Application for License 
- File - Documents relating to 
licensing to conduct business in 1m-h Georgia. .t Included only is company's 
first "Application for License" 
(Form IL-1, IL-2, IL-3 or IL-4). 
File is arranged alphabetically by 
city; thereunder alphabetically by 
name of company; thereunder numer- 
ically by company license number when 
a company has more than one office in 
a city. 

. Loan Company License File - Docu- 
#' ments relating to renewing licenses 

of companies to conduct business in 
Included are copies of 

"State of Georgia License" (Form 
IL-4), Annual License Renewal 
Application (Form IL-6), and related 
correspondence. (Corporate Charter 
may also be included) 
arranged alphabetically by city; 
thereunder alphabetically by name 
of company; thereunder numerically 
by company license number when a 
company has more than one office 
in a city. 

37-fi Georgia. 

File is 

- DOCU- 
-. ' ' 1  

z7db Qualification Affidavit (Form IL-15) 
ments relating to examining loan 
companies. Included are Manager's 

Examiner's Report (Form IL-11); 
Examination of Georgia Industrial 
Loan Licensee (no form no.). File 
is arranged alphabetically by city; 
thereunder alphabetically by name 
of company; thereunder numerically 
by company license number when a 
company has more than one office in 
a city. 

' 

, ;1 

Disposition 
/ '  

Maintain in current files 
area until company is no 
longer doing business in 
Georgia; then 

Upon termination of a company's 
permission to conduct business 
in the State, remove entire 
Loan Company Case File from active 
file and place in Closed Loan 
Company Case Files; Cut off 
Closed Loan Company Case File 
at end of each calendar year; 
then transfer to State Records 
Center; hold 10 years; then destroy. 

Cut off file at end of each 
calendar year; hold in current 
files area 2 years; then 
transfer to State Records 
Center; hold 8 years; then 
destroy. 



Loan Company Tax Report Files - 
Doculnents relating to maintaining 
taxation reports of loan companies. 
Included only is Loan Tax Report 8-6 (Form IL-12) describing outstandlng 
loans at the beginning of month, 
amount of loan made, collections, 

necessary to compute tax due. File 
is arranged alphabetically by city; 
thereunder alphabetically by name of 
company; thereunder numerically by 
company lpcense number when a company 
has more than one office in a city. 

Loan Company Annual Statement File - Cut off file at end of each 7 $ -  1 57 Documents relating to reporting fiscal year; hold in current 
annual financial status of loan files area 2 years; then retire 
companies. Included only is companies to State Archives for perinanent 
annual statement (Form IL-7 and IL-8). retention. 75-’sg File is arranged alphabetically by 
name of company. 

’ 8 
interest and other information AfieN 81s lci I 

, 

JUSTIFICATION 

Original Application for License File - Original application must 
be kept in office for reference as long as company is in operation. 

Loan Company License File - Records must be available for court 
proceedings for up to 10 years. 

Loan Company Examination‘File - Records are used for review in 
revoking licenses when unauthorized or illegal activity is not 
corrected. 

Loan Company Tax Report File - Records are needed 5 years for 
auditing when discovered that a company has filed a fraudulent 
tax return. 

Loan Company Annual Statement File - Records have enduring historical 
value. 



' OFFICE OF THE COMPTROLLER GENERAL 
I 

Industrial Loan Department 
4 i '  

The Industrial Loan Department licenses and regulates the industrial loan 
offices of Georgia. Offices are licensed for the direct lending of cash in 
amounts not to exceed $3,000.00 for a period of up to 36 months, 15 days. 
Regulatory activities include periodic examinations of offices; loan tax 
reports and annual reports; and handling consumer inquiries and complaints. 

APPl 
No - 
27-A 

28-A 

33 

OFFICE OF THE COMPTROLLER GENERAL 
Industrial Loan Department 

Loan Division 

*t 
Description 

LOAN COMPANY EXAMINATION FILE - 
Documents relating to examining 
loan companies. Included are Man- 
ager's Qualification Affidavit 
(form 1615); Examiner's Report 
(form IL-11); Examination of 
Georgia Industrial Loan Licensee. 
File is arranged alphabetically 
by city; thereunder alphabetically 
by name of company; thereunder 
numerically by company license 
number when a company has more 
than one office in a city. 

LOAN COMPANY TAX REPORT FILES - 
Documents relating to maintaining 
taxation reports of loan companies. 
Included only is Loan Tax Report 
(form IL-12) describing the out- 
standing loans at the beginning of 
month, amount of loan made, collec- 
tions, interest and other informa- 
tion necessary to compute tax due. 
File is arranged alphabetically by 
city, thereunder alphabetically by 
name of company; thereunder numer- 
ically by company license number 
when company has more than one 
office in a city. 

QUARTERLY INSURANCE REPORT FILES - 
Documents relating to quarterly 
reports by companies. Included are 
reports (form IL-13). Files are 
arranged alphabetically by company 
within insurance class. 

115 

,i 

Disposition 

Cut off file at end of each 
calendar year; then transfer 
to State Records Center, hold 
2 years; then destroy. 
APPROVED: 11/10/71 
AMENDED: 6130175 

AmeNoeQ 1 3 / 3 d / 9 2 -  

transfer to Records 

4MENDGb 8)s I9 I 

Cut off files at end of each 
calendar year, hold in current 
files area 1 year; then trans- 
fer to State Records Center, 
hold 4 years; then destroy. 
APPROVED: 12/7/71 



.. i 
! -  \ Records 

i 

APPl 
No 
37-A 
- 

., 100-A 

. .  . I *  6 

Retention Schedule 

OFFICE OF THE COMPTROLLER GENERAL 
Industrial Loan Department 

Loan Division 

Description 
LOAN COMPANY LICENSE RENEWAL 
FILE - Documents relating to 
renewing licenses of companies 
to conduct business in Georgia. 
Included are copies of "State 
of Georgia License" (Form IL-4), 
Annual License Renewal Appli- 
cation (Form IL-6) ; and .related 
correspondence. (Corporate 

y also be included). 

by city; thereunder alphabeti- 
cally by name of company; there- 
under numerically by company 
license number when a company has 
more than one office in a city. 

ORIGINAL APPLICATION FOR LICENSE 
FILE - Documents relating to 
licensing to conduct business in 
Georgia. Included only is 
company's first "Application for 
License" (Form IL-1, IL-2, IL-3 
o r  IL-4). File is arranged alpha- 
betically by city; thereunder 
alphabetically by name of company; 
thereunder numerically by company 
license number when a company has 
more than one office in a city. 

File Charter is Y a ranged alphabetically 

' 

75-159 LOAN COMPANY ANNUAL STATEMENT 
FILE - Documents relafing to re- 
porting annual financial status of 
loan companies. Included only is 
companies annual statement (Form 
IL-7 and IL-8). File is arranged 
alphabetically by name of company. 

116 

Disposition 
Cut off file at end of each 
calendar year; hold in current 
files.area 2 years; then 
transfer to State Records 
Center; hold 8 years; then 
destroy. 
APPROVED: 12/01/71. 
AMENDED: 06/30/75. 

Maintain in current files area 
until company is no longer 
doing business in Georgia; then 

Upon termination of a company's 
permission to conduct business 
in the State, remove entire 
Loan Company Case File from 
active file and place in Closed 
Loan Company Case Files; Cut 
off Closed Loan Company Case File 
at end of each calendar year; 
then transfer to State Records 
Center; hold 10 years; then 
destroy. 
APPROVED: 04/07/72. 
AMENDED: 06/30/75. 

Cut off file at end of each 
fiscal year; hold in current 
files area 2 years; then retire 
to State Archives for permanent 
retention. 
APPROVED: 06/30/75. 
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125 State  Capitol 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; Txl RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 
T;j ~ , ~ ~ - ~  .. - ._ .-71 TT-.-:w , " - < * , r - s m ~ - - " ~  -.s. 

1 u . l ~ .  Date. 

11 applicants fo r  Industr ia l  Loan Licenses t o  
make the  determination that  the  financial  s t a b i l i t y ,  convenience and advantage, 
and the needs of the consumer w i l l  be m e t  before l icense i s  issued. Process 
and issue renewals of the approximately 1100 l icensees yearly. 
co l lec t  annual l icense fees, investigative fees, and monthly Loan Tax on a l l  

,. loans made pursuant t o  the A c t .  Receive and investigate complaints r e l a t ing  
t o  the companies licensed by the  Department t o  the  degree t h a t  the consumer i s  
tota3ly protected. 
pfovisions of the A c t .  To provide day-to-day administration of the Law, Rules 
and Regulations a s  they apply t o  the  Industr ia l  Loan industry i n  Georgia. 

To levy and 

Carry on a program of education t o  acquaint l icensee with 

- I _ -  _ _ _ _  - _  _- - -~ _- - 
-_( ~ 1 .D~)C~I~TIOI o r < i ~ i i s  - I n c l u d e  ?or. l o  b ?or. TILL.. if an), 

-These f i l e s  consist  of copies of "State of Georgia License" (Form IL-4)  
issued t o  and Georgia I d",t& 1 Loan Department, "Annual License Renewal 
Application" (Form IL-€i?Fof e a k  ( industr ia l )  loan company licensed t o  do 
bminess i n  Georgia. The fi les also consist  of correspondence r e l a t ing  t o  
l icensing of companies as w e l l  a s  annual s ta tements  suhnitted by the 
companies describing business done i n  Georgia. 

c 
(Copies of Licenses issued for the years 1969, 1970, and 1971were  not retained 
i n  the files.) 

. /  I 

I- - -  

_ .- , . . . . . . ... .' 



13. Is t h i s  t h e  Record Copy o f f the  series?%%- $8 

14. Is there, a duplicatioq of this I series 1 i n  another o f f i ce  o r  agency? i 

ofbar m r b  sf w S 8  [ I  
. . F ; .  

_I . :  [ I - -  W-- 

15. Is t he  informatioil contained i n  t h i s  series ever summarized or  published? 

16. Does the  series .CQntdn  _L,_ . . ~  classi,fled :. information re&ring- ' sespdty  . -  , . .  LGai'ing? ~ A % ,  

i l  w 
- . ~ . . , ,  _. - [ i r w  . ~~ .-..,. - 

. -  . . .  ~ . -. . .  
. .  - -  .. ~ ~. 

. . .  - . . ~. - 
17. Does t he  s-eyi.e~s ~ document pol.igies and procedures of  agency's operation  or- function? ~[ f @ .,, ~ ~ . . . . ~. 

18. Could the  function be perforzed i f  t he  f i l e s  were l o s t  o r  destroyed? w 11 

l9:Is the  series ( o r  major portion of it) regularly microfilmed? .If yes,  why? [ I  . w  
20. Does the  record series pro$ide data 88 input t o  an EDP , f i le?  11 m 

. '  .- :r 1 : ' k! 
. .  . .  _. ~. - . . . . - . . . ~~ . \  . .  

. . ~ >  ~ ,. . _ _  e-. - '  ~- - . . .. . - . 

21. -8 t he  record series con&iri 'docuiientat'ion pr5duce-d aS EDP' pr intout?  

23- 
- 
24. 

., 

- . -. . - - __T_ _ _ _  . ~ - ~ ~~~ ~~ - ~- -. -~ - ~ 

E C O M E N D A T I O ~ S .  This agency recommends that t h e  f i l e  series be cut off .  at the end 
of each - @ CAUXDAR YEAR - [ ]FISCAL YEAR - [ IGTHER ,then : 

A. [ ]Destroy im.ediately 

. 
.~..bJIIoid - ~.  in -curren%-' 

.. . . .. ~~ ~ 

~ . I  -. .. ~ .. . . .. ci j@:stroy . ,  ..... 
. ~~ ~ . ,-. 

< i . ,  _ i  ~ . . . . ..g T r & f e r  to -r&or&. center ;  ho ldA~. : : .  
- .  - ~. - ~- _ -  -. . 

_ 1  .. . . . ,. - .. 
.UDestroy, . Z ~  

&;._.~I. J c - . : , . .  : -. . . . . .  . ~ 

?$ - [ ] T r & % f i r  & i s t d c i  
;&,giide 

3 [ I ~ e s t r o y  a f t e r  audit (or- 
C. []He; b i n  current f i les  area indef in i te ly .  

ysar(,s) a f t e r  audit). 
.. 

D.ilHold i n  current f i l e s  area- ~~~ year( s) , then t r a n s f e r  t o  'Archives per iment ly .  
E. []Other 

. !  

(Inndimta br ie f l y  rationale f o r  rsaomandutione abovdor ori to a/lditional r~marpks) : I 
Recommendations 

i n  Par6graph 25  
- 

J ! .  'are: . 

( A T T A C H  S A M P L E S  O F  

1 

_ , i  ~ . .,. . . - 
' ~~ T H E  S E R I E S  W H E N P O S S I B L E ) ~ ~ - ~  

sa 

sa  

sa 

sa  
* . . .  . , ., i .~ . 

. .  . . . ' :Lj;; : , \ . :  . ... 



. . 

Office Of Comptroller Ge.nera1 James E. Young 
1 Loan Commission 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTIMUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED. 

V .  

1965 - 1969 7 .  1 

Loan Company Closed Files (Companies no longer doing business in Ga .) 

t 
". i.. 

Department, "Annual License Renewal Application". (Form IL-5) received from each loan company 
licensed to do business in  Georgia. Files a l so  consist  of correspondence relating to  licensing 
uf companies a s  well as annual statements subinitted by the companies describing business A 

done in Georgia when licensed. - I. 



~ ~ ~ . - ~ - ~ - . ~ ~ - - ~ ~ - ~ .  -. -. .. . ~ - ~ = -  .--*---- --- - jz=--., - . . - J - . A - a x : 3 m  ~. I-. -:s;<-Llw _I-,. -z--=-- ~Pa 

YES 'NO QUES-iION@,;W rl.rr 'a "I" (b. coiyJil. : f  on.r.: :a " Y Y - . "  p l e r r a  o w l - i n  

13. Is t h i s  t he  Record Copy of bhe se r i e s?  . aiEd , [ I  

14. Is there  a duplication of t h i s  series i n  another o f f i c e , o r  agency? , , [ I  w 
15. Is t h e  info-tion contained i n  t h i s  aeries ever summarized o r  published? [.I  W 

[ I  p9 

I ! 

. .  
162 Doe8 t he  series-' contain c l a s s i f i e d  in fo rmt ion  requiring securi ty '  handling?. 

17. Does t he  series document po l i c i e s  I .  a d  procedures of agency's operation o r  function?.  [ I  
. .  

~ [ y  
18. Could t he  function be performed i f  t he  f i les  were l o s t  o r  destroyed? 

19. Is the  series ( o r  major portion of it) regularly microfilmed? If yes,  why? 

w [ I  

[ I  

29. Does the record series p r o d & ?  data as input t o  an EDP f i l e ?  
.! 

[ I  w 
21. Does t he  record series contain documentation produced as EDP pr intout?  [ I  w 
22. Is t he  series affected by Federal o r  grant funds? . [ I  w 

.~ 

23. ; ~ 1 W i l l  . .  .the&be a need, for. these records lo,, 15 year$ from now? If yes  , what? - [ I  - ,  [ I  . . .  

24. REQUIREMNTS.  The fo l lowhg  'requires the f i les  ~ t 6  be :kept 5 years : .~ 

LAW LIMITATION PERIOD LAW DECISION VALUE 

. .  . .  .. . .  

a.,[ ]STATE ' b. [ ISTATWE OF ,: c. [ ]AUDIT d ,  [ ]FEDERAL e .  MADMINISTRATIVE f .  [ ]HISTORIC& 

.. 
(Cite Law, Sta tu te ,  OF other reaeon for the retention'requirementl 

" .  . , . %  

-~ ~ ~~ .. _-~- __________lll.- - - . ~~~~ 

25. AGENCY R E C O M N D A T I O N S .  This agency recommends tha t  the  f i l e  s e r i e s  be cut  o f f ' a t  the end . . I  

f. each -k]CALENDAR YEAR -[]FISCAL YEAR -[]oTHER 

.[]&stroy immediately aPter  cut off. c 

B. []Hold i n  current f i les  area ' ~ y e a r ( s ) ,  then:  
1 []Destroy. 

2 []Transfer t o  records center;  hold year(s),  then: 

b [ ITransTer h ig to r i ca l  material  t o  Archives ; 
a [ l ~ e s t r o y .  . .  

destroy .z 4' . I '&inder. .. ~ ., 

3 []Destroy afier audit  ( o r  J ; . , ~ s y e a r t . s )  aFter andit). 
C. []Hold i n  current f i les  area indef in i te ly .  

D. HHold i n  current f i les  area 7 yearcs) , then  t r ans fe r  t o  Archives permanently. 
E. []Other 

~ ~~~~ 
1 

,u 
(Indicate briefly rationale for reconmendations above/or write additional remarks) :%.: . 

~~ ~ , , 
_. ~ .=- 

are :  


